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It is vital that learners have only one account in the TRAIN Florida system.  
 
Why Duplicate Accounts Occur 
 
There are two main reasons duplicate accounts occur in TRAIN Florida: 
 

1. The learner creates his/her own account after one has been created for them. 
 

2. A LMS Administrator creates a second account when one already exists in the system.  
 

This can happen when: 
 

 The Administrator does not search the system before adding a learner 
 The Learner Registration Template is not filled out properly 

 
Though TRAIN Florida does have some safe guards against account duplication, it is still a fairly 
common occurrence.  
 
Duplicate accounts can cause confusion for learners regarding trainings, as well as, for the LMS 
Administrator and/or local offices, especially on reports. 
 
 
Best Practice Tips 
 
There are several best practice tips that will help prevent duplicate accounts as well as manage 
duplicate accounts if they occur.  
 

 Strongly encourage your employees not to create their own accounts under any circumstances. 
Let them know how to contact you, and/or your support Administrators for help. 

 
 Before creating a new learner account, search the TRAIN Florida User List to confirm they do 

not already have an account 
 

NOTE: A new employee does not have to have been previously employed by the Department 
or our Partners, to potentially have a TRAIN Florida account. 

 
 Use available TRAIN Florida reports to monitor learner accounts for duplications. We 

recommend this be done once a week. 
 
When you become aware of a duplicate learner account, there are actions needed to prepare the 
accounts to be merged into one account. 
 
All duplicate accounts will be merged by the LMS Site Administrators. 
 
Preparing the accounts helps the Site Administrators complete this detailed task more efficiently. 
 
 
This document will guide you on how to set up duplicate accounts for merging. 
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Step 1:  Go to TRAIN Florida and log in.  
   
Step 2:   From your TRAIN Florida home page - locate the top navigation bar – Click the 

Administration link. 
 
 
 
 
Step 3:   You will be taken to the Administration page – the screen will be blank at first. 
 

 Locate the Manage menu, on the left. 
 

 To access the list of learners – Click on Users then Users List.    
 
 
 
 
   
 
 
 
 
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 The Users feature and search tool will open. Set the Search mode to Advanced.   
  
 NOTE:  Leave the Search users in sub-groups and All Groups options in place. 
  
 
Step 4: The Advanced search screen gives you multiple options to find your duplicate learner accounts. 
 
 The most direct way is to search by Last Name and First Name - Enter the learner’s name into 

the corresponding fields.  
 
 NOTE: You may choose to enter other available details to narrow your search, however too 

     narrow a search may not allow for results.  
 

https://fl.train.org/DesktopShell.aspx
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 Once you have entered all of your search information - click the Search button. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

Step 5:   The duplicate accounts will be displayed at the bottom of the Users screen.  
 

 At this point, you must review both accounts for assigned training courses. 
 

 This will help determine which account will be used as the master account during the merging 
process.  

  

 NOTE: The review steps are the same for both accounts.  
 
 
 
 
 
 
 
 
 
 

 To access the accounts for review and editing – Click the Edit Icon       next to the account.  
 

Step 6: The Edit User screen will open to the Detail tab.  
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 Go to the bottom of the screen – Click the Go To Verifications button.  
 
 
 
 
 
 
 
Step 7:   You will be taken to the Verifications screen.  
 Make note if there are courses listed, and if so, how many. 
 
 
 
 
 
 
 
 
 
 
 Go to the bottom of the course list – Click the Back           button. 
 
 Then click the Cancel                button at the bottom of the Edit User screen to return to the 

Users list. 
 
 Repeat this review process for the second account. 
 
Step 8:  After reviewing both learner accounts for assigned courses, you can begin prepping the 

accounts for merging. 
 
 To do this you must choose the master account for the learner. 
  
 The master account will be one of the following: 
  

1. The account with the most assigned training courses ** 
 

2. If both courses have no assigned courses or if they have an equal number of courses – 
choose the account with the most complete and accurate account Details & Groups 

 
 NOTE: ** You may need to update the master account’s learner information and/or group 

         assignment. 
 
Step 9: Access the master account using the Edit Icon       .  
 
 From the Edit User screen, Detail tab – Copy down the learner’s First Name, Last Name, 

Middle Name (if applicable), Login Name and Email address. 
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 NOTE:  At this time verify the learner’s information and make any needed updates. 
 
 If you made updates to the account – Click the Save and Back button to exit the account and 

go back to the Users screen. 
 

 If you have made no changes – Click the Cancel button to exit. 
 
 Your next step will be preparing the duplicate account for merging.  
 
Step 10: From the Users screen, locate and click on the Edit Icon        next to the account to be 

merged. 
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Step 11: Once you are on the Edit User screen for the account to be merged make the following 

changes to the account Detail information:   
 

 DO NOT uncheck the Active box 
 

1. Confirm the First Name, Last Name and Middle Name match the master account, if they 
do not make the change. 

 

2. Change the Login Name to match the master account Login Name, and add fl to the 
end. Example – Master Login = 134585, then Merge Login = 134585fl  
       OR Master Login = Jane.Smith, then Merge Login = Jane.Smithfl 
 

3. Change the Email address to match the master account Email address 
 

4. Delete all entries that are not marked as required with a red asterisk     . 
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5. Change the Organization name to Florida – General (please note format) 

 

6. Click the Save button to cement changes on Detail tab screen. 
 

7. Click the Groups tab to continue  
 
Step 12: On the Groups tab screen, use the following steps to complete the account updates: 
 

1. Uncheck all checked groups  
 

2. Check the box next to Florida – General. This should be the only group chosen. 
 

3. Click the Save and Back button to save all updates and exit the account.  
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Step 13: Once back on the Users screen – review the duplicate accounts listed.  
  
 Make sure the accounts are ready to be merged by checking that the Login Name, User 

Name and Email match.  
 
 
 
 
 
 
 
 
 
 

 
 

Once you have completed the updates to the duplicate accounts, your job is complete 
 
There is no need to inform the DOH LMS Support team.  
 
The Site Administrators run learner reports regularly.  Duplicate accounts will be reviewed to be sure 
the information has been updated correctly, and will be noted for the merging process.  
 
The merging of accounts is a labor intensive process for Site Administrators, and can take up to 24 
hours for completion.  
 
After the merge is completed, the learner will receive an email from the TRAIN Florida system notifying 
them about the merge and confirming their Login Name and Password for the single learner account.  
 
If you have any questions or need assistance regarding the merging of duplicate learner accounts, 
please contact the DOH LMS Site Administrators via email at DOHLMSSupport@flhealth.gov, 
or by phone: 850-245-4008. 

mailto:DOHLMSSupport@flhealth.gov

